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Chief m,D
Becords Manngeuent Officer/I0

Becords Refuction Prior to Mowe

1. The records Iinventory has been completed in your Branch
and the attached recapitulation sheet {Attachment A) shows the
of records under your Jurisdiction. Total footage new
smowrts to 152 iinear feet. The files maintained by case officers
secount for 138 feet or 90% of this total end averages 2 safe
eabinets per officer. :

2., %Your total records holdings csn be reduced by taking the
aotion indicated in the attached records disposition list (Ted B),
Soeh action would retire or destroy approximately 16 feet of material
and relemse spece equivalent to 2 four draver safe cabipets. Addl-
tionsl suggestions regarding the reduction and control of files
foctage arve discusged in Tab C.

3. The peed to get our records into shape before the wove
to the pew building is apparent. YT you agree with the actions
indicated in the records dlsposition list, I sugpest that you
sssign me to womitor the application of the list in the Branch.

5. The perscimel of the Branch bave been very helpful during
the course of this inventory, and they are for the most pert con-
serned with the need for good management of their records. I feel
that the mctioms recommended in Tab € would significently improve
the menagsment of your Branch files, end I am prepsred to monitor
and esaist 1n thelr impiementation.
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T,  Filing Backlogs

a., About € feet {1} drewers) of recent and olfer pepers,
scue in po arrangement, are weing held by case officers
for reading. Such accumilstions presumebly contribute
nothing to the nission of the Bramch.

Bliminate backlog by retirement or destruction in sccordsnce
with instructions in the Brench records comtrol schedule.,

8. There are 36 feet of pblications dated 1951 to the
presont stored 1n bookeases. Scwe of these are
neelded by case officers for briefings. There are
many fuplicate coples in ¢this collection.

Iiwit collection 4o single coples of those items noeded
for briefings. Retlire the remsinder sz supplemental
distribution waterial to the Records Conter.
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